WORKERS COMPENSATION CODES & M

INSTRUCTIONS FOR HUMAN RESOURCES
SABHRS QUERY WORKERS' COMPENSATION

MANAGEMENT BUREAU

Workers Compensation SABHRS Payroll Reporting Codes.

The workers compensation codes below are for employees who have been injured at work. The
codes are to be used when entering your work hours on your timesheet. The codes include
employees who are FMLA-eligible as a result of a work-related injury.

All injuries at work must be reported to your supervisor and a First Report of Injury (F.R.O.l) form
completed with your supervisor. To find out more about reporting and injury please visit our
website. Workers Compensation Management Bureau

To find out more about the workers compensation codes, please contact your Human Resource
Department or email Lance Zanto the Workers Compensation Bureau Chief.
mailto:lzanto2@mt.gov

CODE: WHEN TO USE CODE:
LWOPW - Leave Without | Used when an employee is off work and not receiving
Pay Work Comp wages due to a work-related injury/disease.
LDWC - Light Duty Work | Used when an employee is working temporary light duty
Comp (work restrictions) due to a work-related injury/disease.
SLWC - Sick Leave Work | Used when an employee is using sick leave while off work
Comp due to a work-related injury/disease.
HWC - Holiday Work Used when an employee is being paid regular wages while
Comp working temporary light duty (work restrictions) surrounding a

holiday.

Used Less frequently

TDWC - Transitional Duty | Used when the employing agency cannot accommodate
Work Comp work restrictions and the employee is temporarily working for
another agency.

VLWC - Vacation Leave | Used when an employee is using vacation time while also

Work Comp receiving wage loss compensation benefits.

NEWC - Nonexempt Used when a nonexempt employee is using comp time while
Comp Taken Work receiving wage loss compensation benefits.

Comp

ECWC - Exempt Comp Used when an exempt employee is using comp time while
Taken Work Comp receiving wage loss compensation benefits.
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http://workerscomp.mt.gov/
mailto:lzanto2@mt.gov

If an employee becomes FMLA-eligible as a result of a work-related injury, the following
FMLA codes are available for use.

FMLA-Workers Compensation SABHRS Payroll Reporting Codes

CODE:

WHEN TO USE CODE:

FWBK - FMLA/WC Holiday
Bank

Used when an employee is using banked holiday while off
work beyond 4 days due to a work-related injury/disease.

FWBKN - FMLA/WC
Holiday Bank NG

Used when an employee is using non-grandfathered banked
holiday while off work beyond 4 days due to a work-related
injury/disease.

FWHOL - FMLA/WC
Holiday

Used when an employee is out continuously on FMLA while
working temporary light duty (work restrictions) surrounding @
holiday.

FWLWP - FMLA/WC LWOP

Used when an employee is off work beyond 4 days and not
receiving wages due to a work-related injury/disease.

FWECT - FMLA/WC
Exempt Comp

Used when an exempt employee is using comp time while
receiving wage loss compensation benefits beyond 4 days.

FWNCT - FMLA/WC
Nonexempt Comp

Used when a nonexempt employee is using comp time while
receiving wage loss compensation benefits beyond 4 days.

FWSLT - FMLA/WC Sick
Leave

Used when an employee is using sick leave while off work
beyond 4 days due to a work-related injury/disease.

FWVLT - FMLA/WC
Vacation Leave

Used when an employee is using vacation time while also receiving
wage loss compensation benefits beyond 4 days.
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SABHRS QUERY for OSHA REPORTING:

Select Query Name Deszcr
] MT_OSHA_WORKING_HRS_N hours worked for osha

[] MT_OSHA_WORK_COMP_HRS_N HRS WRKED IN WC TRCS

Both can be run for a specified tfime period and department. The TRC query can also be run
for a specific employee.

Instruction for running the queries.

1. Go into SABHRS. SABHRS 2. Cl‘ck\on the Nav Icon.

& > O 8 nhttpsy/sabhrsimtgov/psc/hrpr/EMPLOYEE/HRMS/c/NUI_FRAMEWORK.PT_LANDINGPAGE.GBL % W %= @

)

¥ Employee Self Service

OnBoarding Company Directory Time
m 3 % 5
Payroll Personal Details Compensation History

Announcements MT Self Service Video

3. Click on the Classic Home Button.

& - O O hitpsi//sabhrsimt.gov/psc/hrpr/EMPLOYEE/HRMBYNUL_FRAMEWORK.PT_LANDINGPAGE.GBL b 3= 3

NavBar

Classic Home
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4. Scroll down and click on query.

M Montana's Official Stafe Website X | SABHRS % Employee-facing registry conter X | 4= = X
< O |8 httpsi//sabhrsimt.gov/psp/hrpr/EMPLOYEE/HRMS/h/?tab=DEFAULT W = S
“Tay Self Service -
i) Navigate to your self sfrvice information and aciivities.
[ Time Reporting
{5 Personal Informatipn
[ Payroll and Compfnsation
2 More
Exort Org Chpr 533 Company Directory T B8
Benefits
Select beneft pifns, track company cars & FMLA, calculate leave accrual &
annuty. maintaiq primary job, NDT. FSA details, auto enrollment, COBRA Search by Name
and merchants O]
() Employee/Dfpendent Information
Health Screfnings
B Heal cepning 2 My Profile Advanced Search
@3 Set Up HCI
7 Define installgtion and syslem setup tables.
[ Common Pefinitions
Reponmu ools
281 Run, creatagand manage queries and nVision reports.
Report I¥nager
[ Query
[ Connected Query
“& PeopleTools
V59 Enhance, deploy, and extend PeapleSoft and non-PeopleSoft applications.
(3 Process Scheduler
My Personalizations
== personarze optons sucn as e, 120 aetais, save wamings, etc. This s
the preferences seftings
& O https://sabhrsi.mt.gov/psp/hrpr/EMPLOYEE/HRMS/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.lScript_AppHP?... 3% L] ¥= -

Favorites ¥ Main Men; ¥ > Reporting Tools ™ > Query ™

Sign Out

STATE OF MONTANA All ~ | Search B Advanced Search @

SABHRS HR NavBar

Main Menu

on using visual representations of your PS database

uery Viewer = Schedule Query
1= Review xisting queries. 1= Run the schedulz query process.
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6. Enter the name of the query you want to run.
7. Press the search button.

8. The query should show below.

<« (@] A https://sabhrsi.mt.gov/psp/hrpr/EMPLOYEE/HRMS/c/QUERY_MANAGHR QUERY_VIEWER.GBL?&cmd=uninav&R... ¥ 1] ¥=

Fewvorites ~ Main Menu ~ Employee Self Service Query Viewer B Sign Out
I N ) s B ot et - @
SABHRS HR

New Window | Personalize Page
Query Viewer
Enter any information yo¥ have and click Search. Leave fields blank for a list of all values.
“SearchBy | Query Name v begins with MT_OSHA_WORK_COMP_HRS_N
Advanced Search
Search Results
“Folder View | — All Folders v
Que
B Q 1-10f1 »
Query Name Description Owner Folder E%‘Lo E::E:O ;m‘_‘o D
MT_OSHA_WORK_COMP_HRS_N HRS WRKED IN WC TRCS Pudlic  Aaehet HTML  Excel |XML  Schedule Lockup References .
»
&~ O & https://sabhrsi.mt.gov/psp/hrpr/EMPLOYEE/HRMS/cMQUERY_MANAGER.QUERY_VIEWER.GBL?&cmd=uninav&R... 3% (] 53 e

Favorites ¥ Main Menu ¥ » Employee Self Service > Query Viewer [B A& Home ‘ Sign OQut

STATE OF MONTANA tvanosaSearcn B LstSearch Resuls R,
SABHRS HR

NavBar
New Window | Personalize Page

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

*Search By

Query Name v begins with MT_OSHA_WORK_COMP_HRS_N

Advanced Search

Search Results

“Folder View | — All Folders -- v
Query
F Q 1-10of1 v
e Runto Runto Runto e
Query Name Description Owner  Folder HTML  Exgel XML Schedule Definitional References
. AGENCY
MT_OSHA_WORK_COMP_HRS_N HRS WRKED IN WC TRCS Public PAYROLL HTML | Excel XML Schedule Lookup References -
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8. Enter the date range you want the show in the excel sheet.

9. Enter your agencies code.

10. Click on view results«

Montana's (fficial State Website X SABHRS X | Query Viewer X Query X |+ — X
tps://sabhrsimt.gov/psc/hrpr_22/EMPLOYEE/HRMS/q/?ICAction=1CQryNameExcelURL=PUBLICMT_OSHA_W...  ¥g (1] ¥= :
M[_OSHA_WQRK_COMP_HRS_N - HRS WRKED IN WC TRCS
Frém Date | ]
Ehd Date [El
ID
ept ID
View Results
Row Name D Empl Record Dept ID Position_title TRC Rpt Dt Sum Quantity Location Deser

11. The excel sheet should appear at the bottom of the page. Click on open file.
|

) MT_OSHA_WORK_C....xlsx & MT_OSHA_WORKIN....xIsx ) MT_OSHA_WORKIN....xlsx MT_OSHA_WORKIN....xlsx . 2021-calendar_8.5x1...pdf
Open file Open file Open file

F oonne |

" -+ Showall X

If you are having problems with running the query, please contact your HR Manager.
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